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Issue/page 
Book Reviews in Italics 


Career Development 


Full Potential: Your Career and Life Plan- 
ning Workbook, Robert J. Radin, Oct/32 

Gradually . . . the Best Course for Supervi- 
sory Success, Joseph V. Summers, Ed.D., 
Jan/g 

How Is Your Attitude Toward Job Improve- 
ment? Aug/Sep/18 

Job Location, Style Grow in Importance, 
Oct./31 

Listening Your Way to Management Suc- 
cess, Allan Glatthorn, Herbert Adams, Aug/ 
Sep/25 

Resume: Submit One That Gets Noticed, 
Jeff Davidson, Feb/20 

Starting and Operating a Word Processing 
Service, Jean Wilson Murray, Oct/32 

The Big Time: How Success Really Works in 
14 Top Business Careers, Glenn Kaplan, Jun/ 
Jul/47 

The Hidden Agenda: Recognizing What 
Really Matters at Work, Priscilla Elfrey, Aug/ 
Sep/25 


Certified Professional Secretary 


Capstone, May/5 

Communication Applications, Susie Van 
Huss, Ph.D., and Sister Paulette Gladis, Ph.D., 
Jan/20 

CPS Challenge, May/cover 

CPS on Target, Susie VanHuss, Ph.D.,Nov/ 
Dec/10 

CPS Seminar, 1983, Jan/33 

Exam Update, Aug/Sep/32 

1984 CPS Seminar, Nov/Dec/11 

Rationale for Changes in Parts V and VI, 
CPS Examination, Nov/Dec/10 

Sampling of Questions, CPS Examination, 
Nov/Dec/11 


Compensation 


What Is Comparable Worth Anyway?, San- 
dra Porter, Janice DeGooyer, May/19 

Secretarial Compensation, Susie Van 
Huss, Ph.D., Elizabeth Walls, Ph.D., CPS, 
Aug/Sep/5 


Convention, PS!, Minneapolis 


Benefit Event, Aug/Sep/30 

Continuing Education Seminars, Feb/31; 
May/33 

Educational Showcase '83, Mar/30 

Hotel/Housing Reservations, Mar/34; 
May/34 


International Secretary of the Year, Janet 
Hand, Aug/Sep/30 

Keynote Address, Gerald McManis, Aug/ 
Sep/28 

Minneapolis Chapter Trips and Tours, 
Jan/34; Feb/32 

PSI Affiliate Secretaries, Aug/Sep/31 

Registration Form, Mar/32; May/32 

Set Your Sails for PS! 1983 Convention, 
Jan/35; Feb/30; Mar/2; Apr/34; May/2 

Special Airfares to Minneapolis, May/33 

State of the Profession Address, Ina Simp- 


son, Aug/Sep/29 


Future Secretaries Association 


Beyond Tomorrow: FSA Conference, 
Jan/33 

FSA Conference, Oct/30 

Programs for Future Secretaries, Feb/33 


Health 


Best-Stressed People, Nov/Dec/6 

Breast Cancer Guidelines, Aug/Sep/18 

How to Enjoy Yourself, L. Perry Wilbur, 
Frank Caprio, M.D., Oct/23 

lons In the Workplace, Oct/15 

Mega-Nutrition for Women, Dr. Richard 
Kunin, Nov/Dec/29 

Public Information Available on Prescription 
Drugs, Aug/Sep/19 

Stressmap: Finding Your Pressure Points, 
C. Michele Haney, Edmond Boenisch, Jan/32 

Your Body’s Language, Gloria Mishkin, 
Oct/8 


Do It My Way Or You're Fired’’, David W. 
Ewing, Oct/32 

Employee Grapevine Can Improve Com- 
pany Communication, Aug/Sep/18 

Managers Concerned with People Skills, 
Jun/Jul/49 

Personal Computer Use Rising Among 
Executives, Aug/Sep/19 

Sexual Harassment—Prevention is the Key, 
Aug/Sep/19 


Miscellaneous 


How Important Are You?, Oct/2 

Independent Study, Oct/31 

Readers Have the Last Word, Aug/Sep/34; 
Oct/33; Nov/Dec/33 

Telephone Network, Feb/23 

The Last Word, Shirley Englund, Jun/Jul/50 

1983 Business Letter Cost Is $7.60, Oct/6 


Office Automation 


Blend of Technologies Seen as Key to Auto- 
mating Office of Tomorrow, Aug/Sep/18 

Computer Selection Guide, Dan Poynter, 
Jun/Jul/47 

Computer's Just a Box Without Software, 
Douglas W. Allen, Jun/Jul/32 

Designing Secretaries, Enid Mumford, 
Aug/Sep/25 

Flight Info at Your Fingertips, Nov/Dec/20 

Furnishing the Automated Office, Jun/Jul/36 

Getting Into Word Processing, Jim Clark, 
Feb/8 

Hold Technology in Your Palm Series: 
County Extension, Edna Quinn, and Prepara- 
tion of Proposals, Mary Atkinson, Apr/20; 
Hardcopy Filing, Jeannie Brazeal, CPS, Mar/8; 
Hospital Records, Carol Staninger, CPS, Oct 
12; Performance Standards, Nancy Dew, 
CPS, May/25; Programs in BASIC, Joyce Bell, 
Aug/Sep/12 

Increased “Traditional Secretarial” Use of 
Word Processors, Oct/10 

Key to Office Automation, Robert A. Shiff, 
Feb/10 

Major Equipment Procurement, Joseph 
Auer and Charles Edison Harris, Nov/Dec/29 

Management Support Systems: A Prag- 
matic Approach, Harry Katzan, Jr., Nov 
Dec/29 

No More Coping With Copying, Nov/Dec/22 

Professional Secretary's New Identity in the 
Information Age, Jun/Jul/5 

Software Contest, Aug/Sep/16 

The [BM Displaywriter Simplified, Donald 
Cameron Scot, Nov/Dec/29 

What to Look for in a Spelling Program, Ellen 
Shea, Mar/20 

Word Magic: Evaluating and Selecting 
Word Processing, Michael Scriven, Nov 
Dec/29 

You Can “Talk” With Your Computer, Doug- 
las W. Allen, Aug/Sep/15 


Office Procedures, Aids 


Chases’ Calendar, 1983 Edition, William 
and Helen Chase, Jan/32 

Communication Systems and Procedures 
for the Modern Office, Nathan Krevolin, Aug 
Sep/25 

Complete Handbook of Personal Computer 
Communications, Alfred Glossbrenner, Oct/32 

Complete Secretary’s Handbook, Lillian 
Doris, Besse May Miller, Jun/Jul/47 

Concise Business Correspondence Style 
Guide, Robert Swindle, Apr/33 

Directory of Office Information Systems, 
Aug/Sep/25 
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Executive Care Package, Jun/Jul/48 

Handbook for a Small Office, Pauline Wood, 
Mar/27 

National Business to Business Toll-Free 
Phone Directory, Jun/Jul/47 

National Directory of Addresses and Tele- 
phone Numbers, Apr/33 

Optical Scanning Equipment and Zip + 4, 
Aug/Sep/9 

Proper Addressing of Mail to German 
Republics, Oct/31 

Publicity Handbook, David R. Yale, Jan/32 

Quickscript: The Fast and Simple Short- 
hand Method, Adele Blanchard, Apr/33 

Random House Dictionary of New Informa- 
tion Technology, Mar/27 

Secretarial Procedures and Administration, 
Popham, Tilton, Jackson, Hanna, Aug/Sep/25 

Small Systems Software and Services 
Sourcebook, Mar/27 

Strategies on File, Aug/Sep/8 

Using Your [BM Personal Computer, Len 
Poole, Oct/32 

Word Processing: A Guide for Small Busi- 
ness, Brian Smith, Daniel Austin, Apr/33 


Personal Development 


IRAs Give Flexibility to Fast Track-Career 
Generation, Feb/22 

Negotiating Skills, Hall Burrows and Sterling 
G. Ellsworth, Nov/Dec/8 

Speedreading, Diana Fink, John Tate Jr., 
Michael Rose, Jan/32 

Wardrobe Planning Tips, Jun/Jul/48 

Woman's Guide to Financial Savvy, Judith 
Briles, Mar/27 


’ Productivity 


Improved Internal Communications Can 
Spark Worker Productivity, Aug/Sep/18 
White Collar Productivity, Mar/14 


Products; Services 


The Secretary Mart: Jan/30; Feb/28; Mar/ 
28; Apr/32; May/30; Jun/Jul/46; Aug/Sep/26; 
Oct/26, 28/ Nov/Dec/25 

SoftTalk: Aug/Sep/23; Oct/29, 31; Nov 
Dec/21 


Professional Development 


A Summary Is Worth a Hundred Pages, Os- 
wald Ratteray, Oct/5 

Art of Taking Minutes, Delores Dochterman, 
Jan/32 

Between You and Me, Robert Hopper, 
Oct/32 

Enhance Your Professional Image Non- 
verbally, Lillian Chaney, Judith Simon, Mar/12 

Making the Right Decisions, Elizabeth C. 
Lewis, May/17 

Managing Assertively: How to Improve Your 
People Skills, Madelyn Burley-Allen, Nov/ 
Dec/29 


Secretary Grid, Blake, Mouton, Stockton, 
Oct/32 

Successful Meeting Master Guide, Barbara 
Palmer, Kenneth Palmer, Oct/32 

Supervision in Action, Claude S. George, 
Jan/32 

The Woman Determines Relationships on 
the Job, Mar/11 

What Does Your Employer Pay You For?, 
Cecilia Manthay, CPS, Jan/7 


Professional Secretaries 
International 


Become a Charter Member of the Round- 
table, Feb/33 

Candidates for PSI Board of Directors and 
Retirement Centers Trust, Mar/33 

It ls Our Time and It ls Our Purpose, Ina P. 
Simspon, Jan/5 

PSI Board of Directors, Aug/Sep/31 
PSI Division Annual Meetings, Mar/33 

Puerto Rico—Island of Enchantment, Jun 
Jul/48 

Secretaries’ Leader Simpson a Proud 
Professional, Shirley Englund, Jun/Jul/38 

Update, International Public & World Affairs 
Committee, Jan/33 

Your Opportunity to Hear or Talk with PSI in- 
ternational Officers, Mar/33 


Professional Secretaries Week 


Professionai Secretaries Week, Apr/3 
Lolly: Comic Strip Secretary, Apr/26 


PSI/Minolta Survey 


Minolta’s Business Equipment Division 
Hosts Press Conference, Apr/5 

Technology Far Spread and Increasing in 
Canadian Offices, Apr/18 

The Evolving Role of the Secretary in the In- 
formation Age, Apr/6 


Retirement Centers Trust 


Phase Ill, Expansion of PSI Retirement Cen- 
ter, May/31 

Vista Grande: A Retirement Center of Caring 
and Sharing People, Candace Louis, Feb/34 

Vista Grande Completion Dedication, Hazel 
A. Kellar, CPS, Nov/Dec/34 


Secretarial Profession 


Media View Secretaries, Candace Louis: 
Jan/24; Feb/18; Mar/18; Apr/24; May/35; Jun/ 
Jul/40; Aug/Sep/35; Oct/34; Nov/Dec/5 

Pink Collar Alterations, Mary C. Murphree, 
Mar/6 

Secretaries Share Computer-Based Re- 
sources, Carol Hynes, Glenda Rittershaus, 
Feb/14 


Secretary Facts 80s, Oct/17 

Will You Be Able to Find a Secretary in 
1989?, Alan R. Schonberg, Feb/6 

1982 Newspaper Help Wanted Advertise- 
ments Survey, Kay Fusselman, Jan/11 


Secretary on the Spot 


A Questionable Promotion, Jun/Jul/44; 
Needing a Word Processor, Mar/25; Over CPS 
Certification, May/27; To Acquire Professional- 
ism, Aug/Sep/22; Waiting on “the Proper Chan- 
nels,” Jan/28; With a Generation Gap, Nov/ 
Dec/24; With a Paper Flow Problem, Apr/30; 
With Employment Fee, Feb/26; Working at 
Home, Oct/28 


Secretary Speakout 83 


Beyond Papercuts and Bandaids: Sandra 
Brown, CPS, Jun/Jul/25 

Dealing with Technological Discrimination, 
Dr. Mary C. Murphree, Jun/Jul/19 

Evolving Role of the Secretary in the Infor- 
mation Age, John Vacca, Jun/Jul/10 

Hang On, the Ride is Just Beginning, Chris- 
tine V. Bullen, Jun/Jul/6 

Looking Down the Long Tech Road, Don F. 
Sinsabaugh, Jun/Jul/22 

Mixed Views on Automation, Feb/5 

Monsanto Experience, Russell Sprague, 
Sandy Traughber, Marilyn Hartnett, CPS, and 
Wanda Gant, Jun/Jul/12 

Off The Record, Jun/Jul/9 

Office Politics: Getting Your Fair Share of 
User Action, Barbara Rodriguez, Jun/Jul/26 

Précis/Perspective, Jane Covey Brown, 
Jun/Jul/16, 29 

Scenarios for Restructuring the Secretary's 
Role, Heather Menzies, Jun/Jul/17 

Secretarial Influence—Accentuate the Posi- 
tive, Rose Tettenhorst, CPS, Jun/Jul/24 

Secretary Speakout 83, The Professional 
Secretary's New Identity, Jan/2; Feb/2 

Secretary Speakout 83 Concensus, Apr/23; 
Jun/Jul/31 

Taking Control—Now or Never, Ina P. Simp- 
son, Jun/Jul/5 


Word Watching 


Sarah Montoya, CPS: Endangered Species 
|, Feb/24; Endangered Species II, Jun/Jul/42; 
From Confucius to Confusion, May/28; 
Humpty-Dumpty Revisited, Apr/28; Illiterature, 
Aug/Sep/20; Intakes and Outakes, Nov/Dec/ 
26; More Dissimilarities, Jan/27; Plaudits and 
Audits, Mar/23; Tip of The Iceberg, Oct/26 


Facts About America’s Exploding Flexible 
Workforce, Aug/Sep/19 

Facts on U.S. Women Workers, Jan/26 

Resources for Working Women 1983, Mar/ 
27 

Women Are Equal to Complex Tasks, Say 
Overwhelming Majority, Aug/Sep/19 
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